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What is CxAlloy Total Quality? 
CxAlloy TQ is a cloud-based web application for managing project quality during the design and 

construction phases of a building. It provides collaborative issue management, asset tracking, and 

quality verification through checklists and tests. It enables all team members to perform their job 

functions efficiently and collaborate effectively. 

Architects and engineers can use it to enter design comments and field reports. Contractors can use 

it to manage punchlists, track equipment installation, and share submittals. Commissioning agents 

can use it to verify system operation and fulfill all required LEED reviews and tests. By storing the 

information in a central location, CxAlloy is also able to generate realtime, accurate indicators of the 

status and performance of a project. 

User Expectations 

As a member of the team, you are expected to collaborate with others using the tool. Without your 

participation, the process will not be as successful and reach its full potential. 

Trust us when we say that this tool is different. CxAlloy TQ was designed for its users. We made it to 

streamline data entry and report generation, manage large sets of data, and increase efficiency for 

everyone. You can communicate faster, better, and without the hassle from other methods. 

At a minimum, this means you should do the following: 

• Ensure that billing information is accurate and up-to-date. 

• Create, manage, and archive projects. 

• Manage default account and project settings. 

• Manage users. 

Account Management 

Your company account has many options and controls. You can view a dashboard with cumulative 

project data and activity or invite other account administrators. You can also adjust project settings 

or billing terms. 
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Configuring Your Settings 

Each account has default settings that will be applied to all projects created within the account. This 

allows account holders to set project settings globally without having to manipulate project settings 

individually. If you do decide you want to change the settings of a particular project, you can do so at 

the project level without affecting the settings of all your other projects. 

Some of these settings include equipment and issue statuses, test signatures, checklist and test 

templates, and review remarks. You can leave the account defaults the way they are or customize 

them to suit your needs. 

For more information on customizing your account defaults, please refer to Accounts in the Help 

section. 

Billing 

This section provides information on credit card payments and the overall status of the account. To 

change the credit card used with your account, click Update Card. You will then be able to enter and 

save new credit card information. To cancel your account subscription, click Unsubscribe. 

If you are on the monthly plan, your current plan will be displayed. If available, additional plans may 

be shown as well if you would like to change your plan or add premium features. You will be billed at 

the start of each month for the number of active projects in your account. Archived projects will not 

be counted in your billing. 

Your Account 

New account users will receive a welcome email to CxAlloy; be sure to click on the link in this email to 

activate your account. Following the link will take you to a page where you can finish creating your 

account and set your password. If you already have an account with CxAlloy for another project, the 

project will now be listed with your other projects. 

Your profile page has many configurable options, including email notifications and password resets. 

Please take a look here and make sure everything is set the way you like it. 
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Accessing the Site 
After your account has been created, you will be able to access the site directly via the login page. 

STEP 1 

Go to cxalloy.com and click Sign In at the top 

right of the page. If you bookmark individual 

pages in a project, you may be prompted to log 

in before being redirected to your page. 

STEP 2 

Enter your email address and password. Each 

account has a single email address and 

password associated with it. If you forget your 

password, you can request a password reset. 

You will receive an email with instructions for 

creating a new one shortly. 

STEP 3 

Select your project. Within your account, you can also view a list of all your projects. Use the search 

box to quickly find projects; as you type into the box, your search results will be updated. Click on the 

name of your project to access it. 

Creating A New Project 
As an account administrator, you can add a new project at any time. You can find the Add Project 

button in the sidebar of your Home page or at the top right of the Account Projects page. In the new 

window, you can enter detailed information about your project or simply enter in a project name and 

fill out the rest of the project details later from the Project Settings page. 

Archiving An Old Project 

To archive a project, go to the General tab of the Project Settings page and click Archive. You can also 

archive projects from the Account Projects list page. Archived projects will not count towards your 

billing phase but will be placed in a read-only state. You can still create reports for archived projects 

but cannot make other changes to the project. 
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Configuring A New Project 
CxAlloy TQ does not require you to complete everything at once when configuring a new project, but 

having some information about your project may be helpful. The following suggestions will help you 

have more complete data and a better experience when using CxAlloy TQ. 

STEP 1 

Enter information about your project. Project administrators have access to additional project 

details that others may not see. This may include project scope, fees, and other marketing 

information. This data may come in handy later if you would like to export data. 

STEP 2 

Configure your project settings. Each account has a settings section that is applied to all newly 

created projects. These may include issue statuses, checklist types, and templates. You can configure 

each project separately; changes 

you make at the project level will 

not affect other projects in the 

account. However, if you plan to 

have more than one project in 

your account and would like to 

standardize your settings across 

different projects, we 

recommend setting them at the 

account level to save time. 

STEP 3 

Enter your location information. This includes your buildings, floors, rooms, etc. You can import a list 

of spaces with relevant information from Excel or enter each location manually. If your project was 

created using a BIM model, make sure to get the COBie compliant export. We will keep your data 

organized and can export back to the model at the end of the project. 

STEP 4 

Enter your assets. Your assets may include equipment, systems, or equipment types. If you have 

already added your location data, you can select a room for your equipment. This may be useful 

when you begin tracking installation. You can import a list from Excel or enter each asset manually. 
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Navigating CxAlloy TQ 
Upon logging in to CxAlloy TQ, you will be directed to your Home page. This is your personal page of 

important items and includes items you have watched, items assigned to you, and a list of all your 

active projects. 

Select the project you would like to view by clicking on its name, and you will be brought to the 

Project Dashboard. The Project Dashboard gives you an instant overview of project information, 

including an overview of the statuses of issues, equipment, checklists, and tests. The main 

navigation tabs are located near the top of the page. These tabs have submenus with related 

sections. Click on the menus and submenus to load the list view of a section. 

Adding People 
As an account administrator, you will be able to invite users to any project or the account and set 

administrators for a project. 

To add a user to a project, 

navigate to the People section 

found under the Project tab. 

Click the Add New button, 

and select Person. In the new 

window, search for or enter 

contact information for the 

person and set his or her 

permission level. 

Make sure to enter the new 

user’s email correctly. All user 

accounts are based on a single email address. This email address will be used to send information to 

activate the user’s account if he or she is not already a CxAlloy TQ user. 

Users added to a project are automatically added to the account as well. Users added to the People 

tab of the Account section will not have access to a project unless they are added to one or given 

administrative permissions. To set a user as an account administrator, select the user from the 

People page of the Account, then click Edit. Check the box next to Admin to give the user access to 
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the account level tabs and to all projects. To set a user as a project administrator, select the user from 

the People page of the Project. Under Permissions, click the Edit button and select Manage from the 

preset permissions. The user now has full access to the project. 

In addition to using preset permissions settings, you can customize a user’s access to access certain 

sections or perform certain functions from the Permissions section of a project. These settings will 

not be available for account administrators as they already have full access to the project. 

Support 
Hopefully, you never run into any problems with our CxAlloy products. We want you to know how to 

use them well and to enjoy your time with our software. We’ve made our software easy to use and 

strive to support all major platforms. If you have any questions about how to do something or where 

to find a particular feature, please use our full User Manual and detailed online Help sections. 

If you have any problems or question, feel free to contact our Technical Support team at 

support@cxalloy.com.  We will be happy to help you however we can.
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